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January-February 
What ~~ Requires from the Systems Specialist and from the 
System Itsel 
‘What systems specialists should require from management is per- 
haps even more important than what management should require 
from systems specialists.” 
Herman Limber 
Mechanizing Higher Education . 
oe 


. a machine doing a job for which it is not fitted can cost and 
waste more than the people it replaces.’’ 


; Leo L. Kornfeld 
The Real Job of Systems & Procedures 


**. . . savings can still be made other than through tabulating equip- 
ment or computers.” 


A. J. Leighton 
Let’s Look at Work Revolution 
“*. . . the challenge is intensified for business to keep pace with 
leadership requirements of this great nation.” 
Milton Reitzfeld 
A Progress Report on Automatic Character Recognition 
‘“‘The evaluation of existing systems on the basis of economic justifi- 
cation is not straightforward.” 
Henry F. Sherwood 
Automating Data Input 
**. , . a discussion of some of the important, non-technical aspects of 


developments in the preparation of input data.’ 
Robert B. Johnson 
How to Increase Profits 
“*. . . we lack confidence in our own ability to produce worthwhile 


results.”’ 
Stephen J. Lynch 
How a Punched-Card System i a Highway Safety Program 
“*Punch Cards are an intermediate phase . . .”’ 
; Joseph Grillo 
March-April 
Some Guidelines for Corporate Reorganization 
The objective should always be to achieve the end result through the 
simplest means, without overlooking the personality and abilities of 


management. 
W. Wallace Muir 
How to Win Management’s Approval 
The best system in the world has no chance for implementation un- 
less top management -will agree. Gaining the necessary backing 
through proper presentation is the key to installation. 


Ralph E. Steere 
SDA: Starting Point For ADP ’ 
Applying automation techniques where information originates can be 
an ‘‘open sesame’’ to a complete ADP system later on. 
Maurice F. Ronayne 
Applying Pre-determined Time Standards In A Small Company 
xploring the proposals with representatives from each segment of the 
company is absolutely essential for success of the program, says the 


author. 
Peter deK. Dusinberre, Jr. 
An Integrated Approach To Adminstrative Systems And Data Processing 
The authors compare the total systems approach to the action-level, 
problem-oriented, traditional systems approach. 
E. R. Dickey, N. L. Senensieb, H. C. Robertson 
When Is A Record A Record? 
Much has been written about records management, but little about 
the records themselves. In this article, the author attempts to ‘‘get 
the record straight.”’ 
Belderr Menkus 


Mechanizing Higher Education 
In Part II of an article which began in the previous issue, the author 
describes seven steps in making a mechanization study upon which a 
final decision can be based. 
Leo L. Kornfeld 


May-June 
Systems From The Management Viewpoint . 
The author categorizes into seven points the requirements of systems 
and procedures and into three points the responsibilities of manage- 


ment. 
H. D. Kenney 
A Way To Handle The ‘‘Small Jobs’’ 
“In any systems department, a wealth of nearly untapped manpower 
... lies . . . waiting to be challenged with something more demand- 
ing than the usual routine jobs.” 
Robert L. Shultis 


Engineered Office Operations Produce Peak Profits 
The improvement of office operations rests upon a sound engineering 
approach to every facet of work involved in the processing and flow 


of paperwork. 
C. J. Minnich, Jr. 
The Making Of A Systems Man ow e 
An educator presents an answer to the challenge of giving prospective 
— men the basic training they need to perform a vital role in 
t 


e future. 
; Loren E. Waltz 
Procedures Psychoanalyzed; Admissions Accelerated; Occupancy 
Optimized 
Systems applied to a neglected area meets with success as a large 
California state hospital completely revises its admissions procedures. 


. Bruce Jordan 
The Challenges To The Systems Profession 
In order for the systems field to become a truly recognized profession, 
the basic requirements of ethics, standards of knowledge, and con- 
ceptual pinciples must be met. : 
N. L. Senensieb 


The Feasibility Of Measuring Paperwork 
The results of a study to determine what work measurement tech- 
niques are used by most industrial firms are presented in this article. 
E. C. Richardson 
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July-August 
To Develop A Priority Of Action For Economic Gain 
This is the basic role of the systems analyst, states the author of a 
new series of three articles to appear in the JOURNAL. It is explained 
that contributions of the analyst have one ultimate aim: to add to the 
profitability of the enterprise. 
L. Svenson 


Arthur 
How To Increase A Systems Man’s Ability To Sell His Ideas To 
Management 
To overcome resistance to staff men, what they stand for, and change 
itself requires intelligent, forceful and effective selling techniques. 
Selling is a continuous process which not only involves the final ‘‘sale,”’ 
but also the establishment of rapport for acceptance. 
A Systems Approach Utilizing General- And Special-Purpose 
Teaching Machines 
‘‘We can extract the best of teaching machine techniques and the 
best of training as practiced in job environments, and integrate these 
physically and operationally into the systems which are now being 
designed and developed for future operational status.”’ 


Leonard C. Silvern 
Put “‘Integrity’” Into Business Data 
Since response to information in the data system may cause expensive 
and incorrect reaction, it is imperative that business data be correct. 
Three types of errors must be handled: logical error, error in trend 
and non-compliance with corporate parameters. 
E. R. Dickey 


September-—October 
A Rational Approach To Information Retrieval 
Already knee-deep in technical jargon, the relatively new field of in- 
formation storage and retrieval poses a hazard in that pre-occupation 
with hardware obscures its basic function—to ‘ho and find.” 


C. Weisselberg 
Crossing The Lines Of Organization 
This can be as risky as the crossing of any enemy line—so risky that 
in fact it can reverse into a full-scale rout. To avoid being repulsed 
at the line of company organization, the systems man should es 
lish a unity of purpose on both sides. 
Brian V. Rothery 


Facsimile May Be The Answer 
If a communications problem is causin = operations to fall short 


of full effectiveness, perhaps you should look into the latest develop- 
ments in facsimile transmission. 


Carl Heyel 
How To Set Standards Of Service In The Office 

“To say that service is ‘good’ because it is fast, or can respond fast 
to emergencies, or because there are not too many complaints is not 
enough. Providing good service means . . . keeping track of exactly 
what kind of service is being provided, and weighing this against the 

objectives of the system.”’ 
Elmer V. Grillo 


To Stress The Essential Primacy Of Business Information 
The second of a three-part series on the role of the systems analyst 
makes this point: whenever he designs a system, the analyst is work- 
ing in the realm of organization and dealing with many relationships 


identified by information. 
Arthur L. Svenson 
Simplifying Work Simplification 
It’s necessary to follow a definite plan of action, says the author, if a 


program for work simplification is to have any chance for success. 
This article tells of one such plan. 
Alfred L. Palmer 


Profiting From Vendors’ Quantity Discounts 
A profitable technique to know about is described in this article. It 
is centered around a generalized arithmetic formula which is capable 
of wide —_———, and which reflects the modern, mathematical ap- 
proach to business problems. 


Francis C. Stacey 


November—December 
Putting CPM To Work 
There is a lot of difference between theory and practice of the new 
scheduling techniques. The techniques are subtly different and must 
be experienced to be understood, but once appreciated, will win 
pecs. support from those willing to give them a fair —-: s 
. Stern 
a yo Application Of Economical Order Quantities 
carrying cost rate which increases with time and a method of 
handling price breaks are incorporated in a convenient table to be 
used for computation of economical order quantities. 


William H. Hoffman 
Techniques In Controlling Administrative Costs 
Due to the human relations factor, the old techniques of holding 
down administrative costs will no longer suffice. New kinds of infor- 
mation and new measuremenis have to be developed before such 
costs can be fully controlled. 
Norbert A. Bohn 
Some Characteristics Of Systems Analysts 
Certain characteristics of individuals responsible for analyzing and 


improving office systems and procedures are identified as a result 
of a recent regional study in the Los Angeles area. 


Jasper J. Sawatzky 

To Build Standards Of Systems-Enterprise 
In the concluding installment of a three-part series of articles, the 
author explains that the realm of the analyst is the business enter- 
prise itseli—not a system, not a project, but his full-bodied, three- 


dimensional company. 
: Arthur L. Svenson 
The Case For Internal Office Reproduction 
The aim of this article is to give management and methods men 
some clue for handling office reproduction systems, and to dispel the 
gap in knowledge and misconceptions about the subject. 
Johannes S. A. Schroder 
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